August 25, 2000

Chapter 3
Managing Enrollments, Cancellations, and Attendance

Chapter Overview

I ntroduction This chapter explains the process of managing enrollments, cancellations, and
attendance in OTA.
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Enrolling an Employee

Purpose - This section guides you through the steps to set up and enter student
enrollments for Events using status to track enrollments, to enter multiple
enrollments, and to make mass updates.

Enrolling an employee is the action that follows Scheduling an Event.

Before You - You should access the Sear ch for Event Window on the Navigation List
Begin through Enrollments. Although you can access Event Sear ch through
Events, the remaining windows will not display.

If you have accessed the Sear ch for Event and Enrollment Summary
Windows to locate an Event and review enrollments, you can later go
directly to the Enrollment Details Window. Exit the first two windows
without doing a query, open the Enrollment Details Window and with
your cursor in the Event Title data field, click the LOV. Select the Event
you need.

If you have more requested enrollments than available quotas, you need to
decide which enrollments to place and which to put on awaiting list in
case of cancellations. To help you decide which enrollments to place, you
can enter a priority level against each enrollment.

The <History> Taskflow button on the Enrollment Details Window
displays the Events the employee is scheduled for or has compl eted.

Booking priorities for civilian training are those defined by DoD and
include:
Critical/Mandated

Essential
Recommended

Y ou can enroll studentsinto events in advance or retrospectively by
changing the enrollment date(s) in the Scheduled Events window.

¢ Example: If you have a scheduled event running from 05 to 08 January
2001, with enrollment dates from 01 December 2000 to 31 December 2000
and you want to enroll a student today (10 July 2000), change the enrollment
dart date to 10 July 2000.

f Note: You cannot change the enrollment date in the Enrollments Details
Window. The enrollment start date must be changed on the Scheduled Event
Window.

Continued on next page
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Enrolling an Employee, Continued

Cascading OTA
Windows

When you make a selection from the Navigation List, all windows
needed for a procedure display in cascaded order on your screen. Start
with the top window and when you finish each window, exit to the next
window.
If you work from the top window and exit each time, all windows needed
for the action are in sequential order.

& Example:

i Privacy Act of 19 _|r

&ction Edt Query Go Folder Special Help “window
A2 £

P

i e
m X Enrollment Details =]
Enrollm T Enroliment Summary =100 ]

Create :
B Search for Event =] B3

= Cl

Title Activity Center Start Date End Date Status Standard Price Ei

-

Continued on next page
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Enrolling an Employee, Continued

Searching for an
Event Window

Step Action
1 From the Navigation List — Enrollments— Sudent— <Open>.
2 The Sear ch for Event Window displays with seven columns and

two checkboxes.
¢ Example:

B Scarch for Event

Title Activity Center Start Date End Date Status Standard Price Ei

=
- < i3
Categories
.=l E3
| Enrolling Secure
r— r—
r r
Use the bottom scroll bar to review the checkboxes.
Data Fields Description
and Boxes
Title A system-generated number or name you
have assigned.
Activity Populated from the catal og.
Center Sponsoring location.
Start Date Self-explanatory.
End Date Self-explanatory.

Continued on next page
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Enrolling an Employee, Continued

Event Window (continued)

Step Action
2
(cont)
Data Fields Description
and Boxes
Status Normal, Compl eted.
Standard Cost per student enrollee.
Price
Enrolling If selected, enrollment is open.
Checkbox
Secure If selected, enrollment is limited to the
Checkbox organization sponsoring it.
3 Query the Sear ch for Event Window for the Event you need,
place the Record Indicator on the Event Title, and exit the
g window.
1 Note: The Enrolling Checkbox will tell you if the Event is still
open for enrollment.

Using the Enrollment Summary

Step Action

1 The Enrollment Summary Window displays the Event, any
students enrolled, and their Enrollment status:

Enroliment Summary(HRSC-NW SQT-99)
;J

Number Company Ewent Student Enrollment Stat.
= HRSC-N¥Y 5Q7|Oliphant, L Kathleen Placed

63 HRSC-NW 5Q1|Malmo. Tana M Requested
_

) 5]

Select Alll Deselect All Mass Update Functions I
1 1

Continued on next page
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Using the Enrollment Summary (continued)

Step

Action

1
(cont)

Use the bottom scroll bar to review remaining columns:

Enroliment Summary(HRSC-Nw SOT-99)

A

Enrollment Status

Source

Delegate Asg Org Delegate Asg Num

Human Resources |10066

2
—BPlaced
Requested

Human Resources (4283

Sponsor Asg Org

Sponsor Asg MNum

Human Resources

5620

Human Resources

7879

Data Fields Description/Action
and Buttons
Number System Generated.
Company
Event The one you selected.
Student Self-explanatory.
Enrollment | Placed and Requested.
Status
Source
Delegate Asg | Organization the student is assigned too.
Org
Delegate Asg | System-generated.
Num
Sponsor Asg | Organization sponsoring the Event.
Num
Select All Grayed out, used in mass updating.
Button
Deselect All | Grayed out, used in mass updating.
Button

Training: Managing Enrollments, Cancellations, and Attendance
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Enrolling an Employee, Continued

Using the Enrollment Summary (continued)

Step Action
1
(cont)
Data Fields Description/Action
and Buttons
Mass Update | Used to update more than one nomination.
Button
Functions Use to toggle to other windows; i.e. click on
Button Event Search to return to that window or
click New Enrollment to go to a blank
window.
2 Exit thewindow. The Enrollment Details Window displays.
Completing the
Enrollment Details
Window
Step Action
1 With the cursor in the Number data field, complete the

following:

NMumber
Date Placed
Status

Change Reasan

= E nrollment D etails

09_JUN-1998]

Ewent Title

Places

ADV PL/SGL |
1
™ Internal

Priarity

I Autharized By gu...w...................u [!M !

Copy Baste Functions

Training: Managing Enrollments, Cancellations, and Attendance
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Enrolling an Employee, Continued

Completing the Enrollment Details Window (continued)

Step

Action

1
(cont)

Data Field Description/Action

Number System generated. Displays after you re-open
the window after saving.

Event Title | Auto-populatesfrom Event.

Date Placed | Auto-populates from Event.

Places Defaultsto 1 but you can override.

Internal Not used by DoD.

Checkbox

Status Click the LOV.

Priority Click the LOV.

Change Grayed out; opens when Status is changed.

Reason

Authorized | Select the checkbox.

Checkbox

By Auto-populates with name of authorizing
person.

Click the Descriptive Flexfield [ ] to display the Additional
Delegate Booking I nfor mation Window.

Training: Managing Enrollments, Cancellations, and Attendance

Continued on next page

Mod 7, Chap 3, page 8




Enrolling an Employee, Continued
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Completing Additional Delegate

Booking I nformation

Step

1

Action
On the Additional Delegate Booking I nfor mation Window enter
data as indicated:
Data Field Description/Action
Agency Group Click the LOV to populate agency where
the employee works.

Approved Click the LOV.

Training

Travel Cost Type in the dollar amount.

Per Diem or PCS
Cost

Type in the dollar amount.

Total Indiv
I ndirect Cost

Populates from Event.

Total Indiv Direct
Cost

Populates from Event.

Total Indiv Cost

Populates from Event.

Direct PEC ID AF use.

Indirect PECID |AF use

Funded by Direct | Click the LOV (AF only).

Funded by Click theLOV (AF only).

I ndir ect

Billing UIC NV and AR use.

Training On- Type in number of hours.

Duty Hours

Training Non- Type in number of hours.

Duty Hours

Accounting Typein free form up to 120 characters.
Classification Thismay also be used for Purchase card
NBR information.

Additional Click the LOV. (AF/NV useonly)
Enrollment Info

PCS Cost Click the LOV.

I ndicator
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Completing Additional Delegate Booking I nfor mation (continued)

Step

Action

Click <OK>.

@ Example of a completed window:

| = Additional Delegate Booking Information

n"ﬁ‘]
o3

Agency Group
Approved Training
Trawvel Cost

FPer Diern or PCS Cost
Total Indiv Indirect Cost
Total Indiv Direct Cost
Total Indiv Cost

Direct PECID

Indirect PEC 1D

Funded By Direct
Funded By Indirect

Billing LIC

Training On-Duty Hours
Training Non-Duty Hours
Accounting Classification NER
Additional Enrallment Info

PCS Cost Indicatar

NY1D0

1 Approved
0.00

Nawvy Field Offices

0.00
250.00
0.00
250.00

40

_ O] x

|

12345676900000
ARNY

Army{MNavy

2 No

KN

Clear l

]

Cancel

The Enrollment Details Window displays with the top region completed.
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Continuing the Enrollment
Details Window

Step

Action

1

On the Enrollment Details Window, compl ete the data fields for
the Personal Details Region:

Data Fields and
Taskflow Buttons

Description/Action

Type

7

Click the drop-down menu and select
Organization.

Note: The other choice is Customer
(reserved for contract or military
personnel).

Organization Click the LOV. This narrows the search

Assignment for names.

Student Click the LOV to select the name;
remaining fields populate with
organization assignment.

Contact Click the LOV to select the name,

4

remaining fields populate. Required
field.

Note: Must be a supervisor, Training
Monitor, or person with a Civilian Inbox.
The Course Evaluation can then be
forwarded to one of these inboxesin lieu
of email when they have no accessto the
modern DCPDS.

Correspondence | Click the drop-down menu; select
Correspondence.

Correspondent Click the LOV.

Address Type Click “External” for home address or
“Internal” for work address. The
remaining portion populates when the
organization is selected and will be used
for student notifications.

Email Type in address.

Telephone Type in number.

Fax Type in number.

Training: Managing Enrollments, Cancellations, and Attendance
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Enrolling an Employee, Continued

Continuing the Enrollment Details Window (continued)

Step Action
1
(cont)
Data Fields and Description/Action
Taskflow Buttons
<History> Displays the Student Enrollment
History Window of pending or
completed Events.
<Copy> Under development.
<Paste> Grayed out.
<Functions> Not used by DaD.
2 Click Save. The student’s name appears on the window title.
¢ Example:
B E nrollment Details{Oliphant. L Kathleen)
Murber [ Ewent Title [HRSC-MNW SQT-99
Dete Placed |06-APR-1999 Places |1
Status |Placed Pricirity 12 Essential i [oet
Change Reason X suthorized By IADAMSONP [ﬁ ]
""""" Personal Details
Type lOrgamzatiDn LI IHuman Resources Svc Ctrl Agsignment
Last Marme First Marme Title MNumber Organization
Student [Oliphant L 10066 Human Resour
Contact [Meyer Jeri 5820 Human Resour
Correspondence
Correspondent |Contact
Address Type
Address [Silverdale, Kilsap. WA, Silverdale. Kitsap, Wa, 98315, US,
Ehdail
Telephone |[360-315-8015
Fax |360-315-8029
History | Copy I Paste Functions
3 Exit the window. Y our employeeisenrolled.

Training: Managing Enrollments, Cancellations, and Attendance
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Verifying Enrollments

Verifying
Enrollments

Step Action

1 On the Navigation List — Enrollments — Student <Open>.

2 The Sear ch for Event Window displays. Query for the event.
With the Current Record Indicator on the Event you need, exit the
window.

3 The Enrollment Summary Window displays with the names of

the Students Enrollment Status, etc.

Once you have verified the information as correct, close the
window and return to the Navigation List.

ﬁEnmllmenl Summary
Mumber Carnpany Ewent Student Enrollment Statt
=1n abcs Adams, Cheryl | Placed
21 JUL 24 TEST Abney, Lia R Placed
!m 43 Adamson, Paula G Placed
| 4|
Select All Deselect All Mass Update Functions !
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Entering Multiple Enrollments

Entering
Multiple
Enrollments

If you are updating several enrollments with the same data item, such as
changing their status, or rolling them forward onto a new Event, you can
make mass updates in the Enr ollment Summary Window.

Step Action

1 On the Navigation List — Enrollment - Sudent —> <Open>.

2 The Sear ch for Event Window displays. Query for the Event.
With the Current Record Indicator on the Event you need, exit the
window.

3 The Enrollment Summary Window displays with the selected

Event and Status of each student. If correct, exit the window.
& Example:

m Enrollment Summary

,é?;; Mumber Cornpany Ewent Student Enrallment Statt
=1n abcs Adams, Cheryl | Placed
21 JUL 24 TEST Abney, Lia R Placed
!m 43 Adamson, Paula G Placed

| 3|

Select All l Deselect All i Mass Update l Functions i

Note: The system refresh puts student names in alpha order
regardless of the Enrollment Status.

Continued on next page
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Entering Multiple Enrollments, Continued

Entering Multiple Enrollments (continued)

Step

Action

4

The Enrollment Details Window displays with the selected
Event.

EE Enrollment Details [_ O] =]
Number [41 Event Title [43
Date Placed ZaJuL 1998 Places |1
Status |Requested Priority IZ Essential i
Change Reason [ Authorized By [i? ]
P I Details
Type | Qrganization j HCIVILIAN PERSONNEL OPERA Assignment
Last Mame First Mame Title Murnber Organization
Student |Adamson Paula 1094 Human Resourc
Contact |Meyer [Jeri 1102 Human Resourc
Correspondence -
Correspondent |Student
Address Type (IBIGIRE]] -i
Address |Silverdale Kitsap WA ,Silverdale ,Kitsap WA 98315 US|
Ehail |Paula_Adamsongnw.hroc.navy.mil
Telephane |DSH 3228144
Fax [DSN 3228029
History I Copy l Paste I Functions I

|__!_|
Click new record .1 on Toolbar. A blank Enrollment Details
Window displays.

With your cursor in each needed data field in the top region, press
F3. Thisduplicatesthe previous entry. The DDF will not
duplicate but must be completed separately.

Click the LOV to complete the Personal Details and
Correspondence Regions.

Click Save. Repeat the action to enroll the next employee.
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Mass Updating Enroliments

Before you - You can do a mass update of the priority request to the status Placed, and

Begin issue a standard confirmation letter. Y ou can do a mass update of the
remaining request to the status Waitlisted, and issue a standard waiting list
letter.

If aplaced student cancels, you can choose the highest priority Waitlisted
student to fill the vacancy. Y ou can do a mass update of all Waitlisted
students to roll them over to the next scheduled Event for the Activity.

MassUpdating Usethe priority levels you entered for the enrollment for mass updating. Use

Enrollments the following decision table to help with your levels.
Decision Table
If... Then...
You previoudy entered |- You can usethe priority levelsto decide
more Enrollments than which enrollments to place and which to put
available quotas on awaiting list in case of cancellations.

Y ou can do a mass update of the priority
requests to the status Placed and issue a
standard confirmation letter.

Y ou can do a mass update of the remaining
requests to the status Waitlisted and issue a
standard waiting list |etter.

A placed student cancels | - Y ou can choose the highest priority waitlisted
student to fill quota.

Y ou can do a mass update of all waitlisted
studentsto roll them over to the next
scheduled Event for the activity.

Mass Updating
Enrollments

Step Action
1 | OntheNavigation List — Enrollment - Sudent — <Open>.

2 | The Search for Event Window displays. Query for the Event you
wish to mass enroll. Exit the window.

Continued on next page

Training: Managing Enrollments, Cancellations, and Attendance Mod 7, Chap 3, page 16



August 25, 2000

Mass Updating Enrollments, Continued

M ass Updating Enrollments (continued)

Step Action

3 | TheEnrollment Summary Window displays. Click the correct
Event and click <M ass Update>.

4 | The Bulk Change Window displays with the Enrollment
Summary Window behind it. Move the Bulk Change Window, if
needed, in order to see the Taskflow buttons and Change checkbox
S multaneoudly.

Click <Select All>.
Deselect the Change checkbox for specific enrollments you do not

want to update or leave all enrollments checked if you want to
update them all.

L Enrollment Summarp{Navy Training) =]k

E= Bulk Change M=l &3

Change MNurber nrallm

4 X 61 Status m

| B |62 Feason far Change E

x 101 B aced

| X 102 Successful Attendance v| aced

| r Failure Reasan |

| T [ Authorized _

| o Autharized By I |

| r Clear | 0K | Cancel | |
r

= r -

0| me— ]

Select All | Deselect All | Mass Update | Functions |

5 | Click <Deselect All> if you do not want to update any enrollments
for this Event.

Continued on next page
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Mass Updating Enrollments, Continued

Mass Updating Enrollments (continued)

Step Action

6 | Sdect the new values you want to apply in the Bulk Change
window. Enter a new Event if you want to roll forward the
enrollmentsinto a new Event.

Complete the following data fields:

m Bulk Change =

Status |Placed
Reason for Change |Update
Ewvent |Mawvy Training

Successful Attendance |Yes vl

Failure Reason

B Authorized
Authorized By IlNMANJ
Clear ! oK I Cancel I

f Note: OTA changesall the enrollment statuses en masse for you
(and rolls the enrollments forward onto a new Event, if entered).

Data Fields Description/Action
Status Click the LOV and select new status.
Reason for Change | Click the LOV and select reason for

change.
Event Click the LOV to select the Event.
Successful Click “Yes’ or “No” from the drop-down
Attendance menu. Not used by DoD.
Failure Reason Click the LOV and select the reason.
Authorized Select the checkbox.
Checkbox
Authorized By Auto-populates name of person.

7 | Click <OK>. The Enrollment Summary Window displays.
8 | Exit the window.
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Changing Maximum Attendees

Changing Maximum

Attendees

Training: Managing Enrollments, Cancellations, and Attendance

Action

On the Navigation List — Events — Scheduled — <Open>.
The Scheduled Event Window displays. Query for the Event.

Note: If the Secure box is selected, you can only update the Event
if you are assigned to the organization that is administering the
Event.

B 5 cheduled Event

Title From |14-SEP-1998 [o7:30 Duration |60
Activity |ADMIN PUBLIC POLICY To [25-SEP-1998 [16:30 Units |Hour =
Center |Lancaster,PA [C Secure ™ Resource bookings ™ Program Only
istration
Supplier [OPM EXECUTIVE| — Enroll | — Stud — @ ‘
Sponsor |CIVDODHR Start souL199s || hinimurm |1 Currency |USD |
Status |Full End W Maxirmum |4 Budget [ o000
User Status 7 I Restricted Internal Actual [ oo
Langusge [Amarican Ergiis |
----- Price
Easis Currency ;»-w Amount iwuww Invoiced ;‘wm [;ﬁw]

Change Status ] Assignments i Categories i Sessions i

Click <Change Status>. The Event Status Window displays.

Click the Change M ax Attendees radio button and change the
maximum number in the Students Region. The number currently
enrolled displaysin the box below it.

Click <OK >.
Note: Y ou cannot reduce the maximum below the number

currently enrolled with the Status Placed or Attended on the
Scheduled Event Window.

B E vent Status Change

@ Change Max Attendees ' Change Status

Status

— Finance Lines ———

Maxirnurm Event Status

Enrollment Status

| © cancel Al

| ® Do Mot Cancel
Enrolled 4

Set Maximum To Places Enralled

Cancel oK

Continued on next page
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Changing Maximum Attendees (continued)

Step Action
4 If the Event was previoudy Full and thereisa waiting list, a pop-up
box notifiesyou the “ Waiting List Exists’ and asksif you want to
sdlect a student from the waiting list.
Click <Yes> to select from the | Click <No> to save the new
Waiting List maximum number s without
selecting from the Waiting List
The Waitlisted Enrollment The Event Status Change
Window displays. (The Window displays.
number of vacancies for the The Event status returns to
Select the student you want normal.
to enroll on the Event by Click <OK >.
positioning the cursor in the
Booking Status field and IO CheCaléth? chang&st%/ ou
desinglaostomhe | BETER IS/
LOV. (Thisenablesyou to M aximum Nurmber fidd
fill the spaces before ref?xelctstf[he ngw number
someone € se enters new '
enrollments for the Event.)
Click <OK >,
¢Example:
Delegate Mame Places Customer Organization Booking Date Priority Booking Status
—1 |Knapp, Kathyjo P [1 Human Resourc |09-JUL-1998 3 Recommen
Vacancies 8 Catirecl i OK I
5 The Event status changesto “Full” when the maximum is reached.

Training: Managing Enrollments, Cancellations, and Attendance
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Double-Booking an Enroliment

Double- OTA prevents you from double-booking students with the following statuses
Booking into events:
Enrollments

Placed

Attended

A message box displays which indicates the employee is already enrolled:

APP-13582: This delegate is
already enrolled on this event.

However, OTA does not prevent you double-booking students with the
following statuses into events:

Requested

Waitlisted

Cancelled

It assumes that until a student is Placed or has Attended an event, you can
book them into another, clashing event. This provides you with some

;Z flexibilty in the way you define and manage booking studentsinto events.
£ Note: OTA only checks for double-bookings when the status of the event is
Confirmed. This enablesyou to double-book students while you are planning
an event and, perhaps, testing various event date scenarios.
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Canceling an Enrollment

Purpose

See Also

Who Does This

Before You
Begin

This procedure will guide you through the steps to cancel an enrollment.

Module 7, Employee Training and Development
Chapter 2, Administering Training
Sections. Defining an Activity
Scheduling an Event/Session

.ﬂ‘!’.. Components will determine who will have this responsibility.

If the Event was previoudly Full and there isawaiting list, the system
displays a pop up box notifying you the “waiting list exists’ and asks if
you want to select a student from the waiting list.

The system also advises you if the Event has reached or exceeded its
maximum number of student enrollments.

When you cancel an Event, OTA automatically cancels all enrollments.

Canceling an Enrollment

Step Action
1 On the Navigation List — Enrollments — Sudent —
<Open>.
2 The Sear ch for Event Window displays.

Continued on next page
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Canceling an Enrollment (Continued)

Step Action

3 Query for the Event.

B Search for Event [ [O] %]
@
Title Activity Center Start Date End Date Status Standard Price B
E |ahts Albany, GA II]1AUG-1993 I1DAUG-1993
l13] ADMIN OFFIC 03-AUG-1998  [07-AUG-1998 |Normal 250

Navy Training |ADMIN PUBLI |Lancaster,PA |14.SEP-1998

25-SEP-1998  |Normal

JUL 24 TEST |LEAD TRAIN T |Albuguerque, [24-JUL-1998

24.JUL-1998  |Normal

73 ADMIN PUBLI 17-AUG-1998

21-AUG-1998  |Normal

48 ADV MGT PRG |Alexandria, V |17-AUG-1998

21-AUG-1998  |Normal

checkboxes.

2 Enrolling Secure

10 = = 0
L R i

Use the bottom scroll bar to review the remaining columns and

I ]|

window.

4 With the Current Record I ndicator on the selected Event, exit the

wish to cancd and exit the window.

&Z Enrollment Summary(43)

5 The Enrollment Summary Window displays.
Move the Current Record Indicator to the Event (student) you

Mumber Campany Event Student Enrallment Stat

= 1] 43 Adamson, Paula G Placed

Training: Managing Enrollments, Cancellations, and Attendance
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Canceling an Enrollment (Continued)

Step

Action

6

The Enrollment Details Window displays with the enrollege’s
name next to the window name.

Click the Status data field (which currently shows Placed) and
click the LOV to select Cancelled.

Click <OK>.
EE Enrollment Details|Adamson. Paula G) Mi=] E3
Murber [ Event Title |43
Date Placed [28-JUL1996 Places |1
Status |Placed Prriority IZ Essential ™ Intemal
Change Reasan X Authorized By |INMANJ [Fl_ 1
P | Details
Type | Organization ;I lCIVILIAN PERSONNEL OPERA Assignment
Last Mame First Mame Title Mumber Organization
Student |Adamson Paula 1094 Human Resourc
Contact |Meyer Jeri 1102 Human Resourc
Correspondence -
Correspondent |Student
Address Type (IRIGYNE] vi
Address |Silverdale, Kitsap, WA, Silverdale, Kitsap, WA, 98315, US,
Emdail
Telephone
Fax |DSN 3228029
History Copy Easte Functions

The Status data field changesto Cancelled. Click Save on the
Toolbar.

Note: If the Event was previoudly Full and thereisawaiting list,
a pop-up box notifies you the Waiting List Exists and asksif you
want to select fromit.
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Canceling an Event

Purpose

See Also

Who Does This

Before You
Begin

Canceling an
Event

August 25, 2000

This procedure will guide you through the stepsto cancel an Event.

Module 7, Employee Training and Devel opment
Chapter 2, Administering Training

Sections. Defining an Activity

Scheduling an Event/Session
Chapter 7, Setting Up Local Codes

a

Components will determine who will be given this responsbility.

When you cancel an Event, OTA automatically cancels all enrollments. Y ou
can choose which cancellation status to use for the enrollments (if you define
more than one in your Component).

Step Action
1 Onthe Navigation List — Event — Scheduled — <Open>.
The Scheduled Event Window displays.
2 With your cursor in the Activity data field, query the Scheduled

Event Window. Once the query iscomplete, the message bar at
the bottom indicates the number of records. Use the Page Down
Key or the down arrow key to locate the one you want to cancel.
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Canceling an Event, continued

Canceling an Event

Step Action

3 Click <Change Status>.

4 The Event Status Change Window displays. Ensure the Change
Status radio button ison. With your cursor in the Event Status
data field, click the LOV.

EE Event Status Change |
O Change Max Attendees @iChange Status
Students ——— — Status — — —
aximum I_ Event Status Finance Lines
L Enroliment Status O Cancel All
Enrolled 0 [T Set Maxirmum To Places Enrolled ®Do N_D_t_?in_c_el
Cancel | (01,9 |
5 Click Cancelled and click <OK>. The Event Status data field
populates with Cancelled on the Event Status Change Window.
lEventstatus =]
Find I%
6 With your cursor in the Enrollment Status data field on the Event

Status Change Window, click the LOV. Select Cancelled and
click <OK>.

Enroliment Status

Find l%

Mame
Mot CDmEIeted =
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Canceling an Event, continued

Canceling an Event (continued)

Step

Action

7

The Enrollment Status data field populates with Cancelled in both
satusfields. Click <OK>.

= E vent Status Change |

O Change Max Attendees ® Change Status

Students ———— — Status
— Finance Lines
Maximum I Evant Status |Cancelled
Enrallment Status |Cancelled O Cancel All

@® Do Mot Cancel

Enrolled 0 ™ Set Maximum To Places Enrolled

Cancel | 0OK |

A Caution Box displays and states, “All enrollments will be
Cancelled.” Click <OK>.

Caution

APP-136857: All Enrollments will be
Cancelled

Cancel |

Exit the window.
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